
 

Job Description 
  
 

 
 

 
 
 
 

 

 

Finance Business Partner 

 

 

Finance 

 

 

Temporary, 12 months (maternity cover) 

 

 

None 

 

 

Finance Manager 

 

 

London Head Office 

 

 

34.5 hours per week 

 

 

26 days annual leave, plus bank holidays. Further days of 
leave will be earned after two years of service – see the 
employment handbook for details. 

The postholder will be responsible for providing financial support and guidance to meet 
organisational needs. As a Finance Business Partner, you will collaborate closely with 
program managers, senior leadership, and other key stakeholders to ensure effective 
financial management, budgeting, and decision-making to drive the organisation's 
mission forward.  The role will be responsible for managing the purchase ledger and 
ensuring accurate and timely processing of invoices, payments, and expense claims. This 
role requires strong organisational skills, a high level of accuracy, and the ability to work 
effectively within a team. 
 
 
 

Direct Reports 

Job title 

Team 

Contract type 

Reporting to 

Location 

Hours of work 

Annual leave 

Summary of Role 



 

 
 

 

 
 
 
 
 

 

Finance Operations - UK 
• Ensuring month end requirements related to this role are delivered efficiently and effectively 

including balance sheet reconciliations. 
• Ensure that the general ledger is accurate and up to date at all times, processing month end 

journals, invoices/PO’s, expenses and large volumes of income with a full audit trail. 
• Effectively manage the purchase/sales ledgers and process timely payments ensuring 

supporting documents and approval in place. 
• Prepare month end reporting including budget holder reports, aged debtors and creditors reports. 
• Be a point of contact for specific Directorates and have monthly review meetings to discuss BHR 

and other finance matters. 
• Ongoing and timely reconciliation of the charity’s bank accounts and all control accounts. 
• Ensure a global fixed asset register is maintained and kept updated. 

 
Finance Operations – international 

• Process country office and partner fund requests ensuring appropriate checks and approvals in 
place. 

• Work collaboratively to review country office and partner account submissions, provide feedback 
and support the office/partner to address any outstanding issues.  Monitor and track issues and 
actions. 

• Be part of the quarterly review meetings between finance, global programmes and country 
offices and support the offices to present their financial position and risks. 
 

Annual Audits 
• Be part of the finance audit team and ensure audit deliverables allocated are met as per the audit 

timetable and requirements.  
 

Controls & Compliance  
• Uphold controls and good financial governance processes, identifying and acting quickly to 

correct areas of weakness. 
 

 
This is not an exhaustive list and the post holder may at times be requested to perform 
other tasks not stated above but within scope of the position. 

 



 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

• Finance related qualification is desirable OR 
Proven experience as a Finance Business 
Partner, working in accounts payable or 
purchase ledger management, or similar role, 
preferably in the nonprofit sector. 

• Knowledge of accounting principles and 
practices. 
 
 

 
 
 
 
 
 
 
 

• Experience of working in a multi-currency 
environment with an understanding of how that 
impacts finance operations. 

• Experience of Raiser’s Edge and integration 
with accounting software 

• Purchase ledger experience 
• Proficient in using accounting software and MS 

Office applications, particularly Excel. 
• Experience of using other finance apps eg 

expenses and reporting apps etc 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

• Excellent communication and interpersonal 
skills, with the ability to build relationships and 
collaborate effectively with diverse 
stakeholders. 

• Ability to work independently, prioritise tasks, 
and meet deadlines in a fast-paced 
environment. 

• Excellent attention to detail with accuracy. 
• Understanding and commitment to SPANA’s 

values and ethos 
• An innovative, collaborative, questioning and 

flexible attitude to work, with a desire to keep 
building on knowledge and skills 

• Ability to deal tactfully and confidentially with 
sensitive matters 

• Collaborative in nature 
 

 
  

PERSON SPECIFICATION 

KNOWLEDGE, TRAINING 
& QUALIFICATIONS 

EXPERIENCE 

SKILLS & ATTRIBUTES 



 

 
 
 
 

 
 
 
 
 
 

• We are motivated by our colleagues, beneficiaries and supporters to be 

the best we can be. 

• We seek excellence in our work and are not afraid to try new things. 

• We are passionate and optimistic; we work through barriers to achieve 

success. 

• We are brave and courageous in all aspects of our work. 
 

 
 
 
 
 

• We are tolerant and considerate of everyone’s rights, cultures and 

beliefs. 

• We treat everyone equally, with dignity and respect. 

• We engage with sensitivity and compassion, taking time to listen and 

understand situations in order to make informed decisions. 

• We empathise with our beneficiaries and use both kindness and our 

professional expertise to relieve their suffering. 

 
 
 
 
 
 

• We use our resources ethically and consider SPANA’s sustainability. 

• We are accountable, taking responsibility for, and ownership of, our work. 

• We make decisions with integrity and have the courage to stand by them. 

• We act with honesty and humility and are not afraid to fail so that we can 

all learn. 

• We are loyal and diligent in all aspects of our work, persevering to 

overcome challenges. 
 
 
 
 
 
 

• We cooperate as a team, empowering each other and the communities with 

which we work. 

• We support one another, with a flexible and adaptable approach to get 

the job done. 

• We share SPANA’s vision, values and goals. 

• We value everyone’s contribution - their knowledge, skills and 

professional expertise - to achieve our collective goals. 
 

Our Values 

Excellence  

Respect 

Integrity 

Collaboration 


